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SUBJECT: The Division-level Staff 


k. Activities 

The variety of staff responsibilities can. test be shewn 
by listing, various staff duties. Special, assistants, for example , 
are members of standing, or special GRE committees such as the 
Foreign Document Exploitation Committee. The staff supplies 
liaises with the Current Support Staff and coordinates division 
requirements , investigates possibilities of new source exploita- 
tion, maintains liaison with otter office' and agency components 
such as. St/A, ST©- ate. OCR. 

Assisting, the Division Chief in research, supervision, 
the staff exercises project control over the research, program, 
assists in the substantive review of branch ate area-wide projects,, 
.ate participates in the research planning of tte Division. 

The staff aids tte Division Chief in such administrative 
matters as initial reviewing of personnel folders, ate preparation 
of monthly reports, Job descriptions, ate the division budget. 

The staff supplies over-all supervision, of division clerical 
personnel, ate guides the 'division in. special security matters 
ate emergency regulations. 

Tte staff also does the final ORR editing for HIS Section 
oh,. Itoufacturlsg ate Construction ate gives editorial assistance 
to nmryiats' in ^epreparation~cF~ branch projects . In this connec- 
tion the staff also maintains close liaison with St/PB. 

As necessary, the division .staff has engaged in research. 
This has included research for BIS's on Horth Korea and Austria 
areas not closely followed by individual branches, ate major 
research projects, such as the HIS on Manufacturing ate Construction, 
VBK, that could have been done in a branch only by a major sacrifice 
in the FT '5<$ research program. 

Finally, the division staff has served as a support staff 
to the Division. This work has included the publication of plan 
ate plan- fulfillment data on the USSR ate tte publication of a 
guide to the Industrial Division. The latter publication has 
reSuitei In Bu^siantlal savings in the amount of time devoted to 
branch brief lags. - 

These functions are cited only to suggest the scope ate 
variety of the staff duties. In addition, the staff deals with 
manifold special problems which arise continually ate must be 
handled quickly. 


&!6|Ji<yA-RDP61 S001 37A0001 001 401 56-3 


Approved For Release 2001 



Approved For Release 200lS£6i?£JA-RDP61S0Q137A0001 001 401 56-3 


SUBJECT: The Division-level Staff 


5. Rationale underlying the staff organization 

General expansion of operations in the Agency., together 
with constant refinement of Doth collection and research techniques 
have necessitated an increase in the work conducted at division 
level. It is possible, of course, to pass much of this work 
along to the branches, as some divisions do, but the process would 
be an uneconomical allocation of time* 

Work of a general nature can be carried out more effici- 
ently by a staff trained to handle such problems. The special 
assistant not only must be familiar with the work in progress in 
all branches, he must also be closely acquainted with all the 
organizations the division deals with. So Branch Chief or analyst 
is equipped to operate effectively in this broader field. One 
special assistant can often answer a requirement in the tin® it 
would take a branch analyst to determine the format of 'the submission 
* , rtd find out what channels are indicated. 

There are also continuing functions of common concern to 
the division, such as membership in current support, foreign 
•»«ngu» | Pv* exploitation, BIS and SIC committees . Assigning these 
tasks to branch analysts would be a double encroachment on their 
research time. They would not only spend hours- at meetings; they 
would also spend time familiarizing themselves, with the problems 
■of all the other branches. Hie special assistant already has this 
background and can do the Job in half the time. 

A basic principle of organization is to allocate personnel 
in such a way that they are performing as effectively as possible. 
There is general division work to be done; to do it. through other 
than staff means is to work without organization. 

6. Recoamiendat ions 

In view of these considerations , this division feels that 
a staff of three special assistants, and certainly not fewer than 
two, ia a reasonable allocation of persons®!. 
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